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First Things First:  
What is PPICS? 

 “PPICS” stands for Profile and Performance 
Information Collection System 

 Profile  
• PPICS asks you to submit “Grantee Profile” 

information—basic information about your grant and 
centers. 

 Performance Information 
• PPICS asks you to submit program data for each year 

your grant was in operation. “Annual Performance 
Reports” (or APRs) are collected every year. 

Profile Performance 
Information 
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First Things First:  
What is PPICS? 

Think about PPICS in terms of two main 
“modules”: 
• The Grantee Profile (keep up to date!) 

• The APR (fill one out each year!) 

To fulfill your reporting requirements, you 
will need to complete BOTH the Grantee 
Profile AND the APR. 

An APR must be completed each year your 
grant is active. 
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First Things First: Why Am I Being 
Asked to Report in PPICS? 

There are two big reasons PPICS is necessary: 

 

Reason 1 
 
• Shift from Federal to State administration 
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First Things First: Why Am I Being 
Asked to Report in PPICS? 

Reason 2 

 

• ED needed to report GPRA indicator data 
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GPRA Act: The Short Version’s  
Bottom Line 

Submitting high-quality data in a timely 
way helps ensure a good, quality future 
for the 21st CCLC program. 

Submitting incorrect, late, or misleading 
data hurts the program as a whole. 

The data submitted in PPICS do find their 
way into funding decisions—locally and 
federally.  

Remember! Congress can always find 
other uses for taxpayer money. 

Accurate, reliable, and timely data will 
help the program continue to improve, 
and will ultimately be a great help to 

the children you serve. 

Remember! Congress can always find 
other uses for taxpayer money. 

Accurate, reliable, and timely data will 
help the program continue to improve, 
and will ultimately be a great help to 

the children you serve. 
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GPRA Act: The Short Version 

A few tips before we get into reporting details: 
• A big part of program effectiveness is the ability to 

continually improve—it doesn’t mean absolute, complete, 
total, immediate success. 

• We’re not looking for data that show a startlingly rosy 
picture—that’s unrealistic. 

• We need accurate data. 
• Accurate data enable quality critical analysis—analysis 

that highlights program strengths and reveals areas 
where the program can be improved. 

• With accurate, complete data, ED can make a strong 
case for the continuation of the program, and provide 
you with the tools you need to succeed. 
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PPICS Part 1: How Grantees Gain  
Access to PPICS 

 1. State staff need to complete a delegation form online 
(in PPICS), and submit the form to LPA. If you are a new 
grantee, make sure your state coordinator has 
completed this step. 

 
 2. Upon submission of the delegation form, LPA 

automatically sends an e-mail containing username and 
password information to the grantee contact (specified 
by the state).  

 
 3. The person specified as the grantee contact, upon 

receiving the e-mail, will then be able to log in to PPICS 
as a grantee user. 
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First Things First:  
What is PPICS? 
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PPICS Part 2: The Grantee Profile 

The Grantee Profile 
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Grantee Profile: The Main Page’s 
Four Major Sections 

Grantee Name 

Grantee Name 

Grantee Profile sections 



www.learningpt.org 13 

What information needs to be provided 
for the Grantee Profile module? 

A profile needs to be completed for each 21st 
CCLC grant received by a grantee. If you receive 
a new grant, you must begin a new PPICS 
record. 

To complete the Grantee Profile, complete all 
four Grantee Profile sections: 

• Basic Info 

• Objectives  

• Partners 

• Centers (Center Info, Prior Info, Feeder Schools) 
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Grantee Profile: Basic Info 
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Grantee Profile: Basic Info 
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Grantee Profile: Objectives 
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Grantee Profile: Objectives 
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Grantee Profile: Partners 
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Grantee Profile: Basic Info 
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Grantee Profile: Centers 
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Grantee Profile: Centers 



www.learningpt.org 22 

Grantee Profile: Centers 
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Grantee Profile: Feeder Schools 
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Grantee Profile: Complete 
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Completing the Grantee Profile:  
Some Guidelines 

 A grayed-out, checked-off button means you have 
entered enough information for the system validation; it 
does not necessarily mean your page is truly complete. 
It’s up to you to enter accurate information. 

 A single grantee will likely have more than one objective. 

 A single grantee can have many community partners. 

 A single grantee often has more than one center. 

 A single grantee often has more than one feeder school. 

 A single center ALWAYS has at least one feeder school. 
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Grantee Profile Tips 

Ensure your contact e-mail address is 
correct and up to date in PPICS. 

Help ensure: 
• Objectives are classified appropriately. 

• The grantee is not identified as a partner. 

• Centers added to the system are consistent with the 
definition of a 21st CCLC. 

• Feeder school records are correct. 

• The profile is updated to reflect program changes. 
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Grantee Profile Tips 

Use remove function only to correct 
mistakes 

Use the inactivate function to signify that 
something that was once true about your 
program is no longer true. 
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PPICS Part 3: The APR 

The Annual Progress Report 
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APR: Overview 

The APR is an annual report—it is a report 
of what your program did during the past 
year. 

A single APR covers the preceding year’s 
summer, the preceding year’s fall, and this 
year’s spring term. 

 

…Apr May June July Aug Sept Oct Nov Dec | Jan Feb Mar Apr May June July Aug Sept Oct Nov… 

            2012         2013 

“APR 2013”/“Reporting Period” 
(exact dates based on school program calendar) 

APR 2013 Data Entry  
(exact dates set by state) 
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APR: Overview 

An APR needs to be completed for each 21st 
CCLC grant active during the reporting period. 

The APR asks for the elements that 
characterized program operation during the 
reporting period and outcomes obtained. 

The APR has up to three main sections: 

• Objectives 

• Centers (Made up of at least six sub-sections) 

• Partners 
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APR: The Three Main Sections 
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APR: Objectives 
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APR: Centers Page 



www.learningpt.org 34 

APR: Centers/Operations 
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APR: Centers/Operations 

35 



www.learningpt.org 36 

APR: Centers/Staffing 



www.learningpt.org 37 

APR: Centers/Staffing - Tips 

Only report on staff who regularly staffed 
the program. 

At the bottom of the page you will be 
asked to report: 

• The number of staff funded by non-21st 
CCLC funds 

• The number of staff who left the program 
and were replaced by new staff 
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APR: Centers/Staffing 
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APR: Centers/Attendance 
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APR: Centers/Attendance 

In addition to the “Racial/Ethnic Group 
Data section, there are several other 
“Student Characteristic” sections on the 
Attendance page: 
• Gender 

• Limited English Proficiency 

• Free or Reduced Price Lunch Eligibility 

• Special Needs or Disabilities 

• Grade Level 
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APR: Centers/Attendance 
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APR: Centers/Feeder Schools 
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APR: Centers/Feeder Schools 
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APR: Centers/Activities (Aggregated) 
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APR: Centers/Activities (Aggregated) 

45 
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What information needs to be provided 
for the APR module – Outcome Data 

 

 

 

Arizona has selected the following APR options: 

• Grades (Fall to Spring) 

• Teacher Surveys (LPA survey) 
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The Regular Attendees Page:  
The Interface 

All outcome data types—grades and 
teacher survey data—will be reported on 
the Regular Attendees page.  
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The Regular Attendees Page: 
First Steps 

Before going to the Regular Attendees page, the 
number of regular attendees must be reported 
on the APR Attendance Page. 

The number of records a center has available on 
the Regular Attendees page is determined by 
the number of regular attendees reported on the 
APR Attendance page. 
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The Regular Attendees Page:  
First Steps 
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Getting to the  
Regular Attendees Page 
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The Regular Attendees Page (Main) 
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Methods for Entering Regular Attendee 
Data: A Very Important Interlude 

The three methods available are for the 
user’s convenience only: they do NOT 
reflect additional data entry pages in 
PPICS. 

Regular Attendees Page in PPICS 

Method B Method C Method A 

Regular Attendee Data 
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Methods for Entering  
Regular Attendee Data 



www.learningpt.org 54 54 

Method A: The Spreadsheet 
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Method A: The Spreadsheet 
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Method A: The Spreadsheet 
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Method A: The Spreadsheet 



www.learningpt.org 58 58 

Method A: The Spreadsheet 

What if I upload the wrong 
spreadsheet? 
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Method A: The Spreadsheet 
Important Points 

 Due to concern for student privacy, the downloadable 
spreadsheet is locked. This means you cannot modify 
the sheet in any way (add columns, delete rows, etc.). 

 Grantees can copy the spreadsheet data and paste it 
into another spreadsheet for personal use; they can also 
copy and paste data into the locked sheet, but the 
values must exactly match the allowable values listed on 
the third tab of the spreadsheet. 

 Only the originally-downloaded, locked sheet can be 
uploaded back into the system. 

 It is advised that grantees/centers keep a list of their 
attendee IDs with student names for use as a ‘key’—this 
is helpful in making sure the correct student data is 
entered for each student. 
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Method A: The Spreadsheet 
Important Points 

The Regular Attendee spreadsheet is designed 
to collect information from a single center. 

 

 If the grantee is reporting on multiple centers, 
that grantee will need to complete one 
spreadsheet for each center. 

 

Grantees cannot combine records from multiple 
centers in the same spreadsheet. 
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Method B: Individual View 
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Method B: Individual View 
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Method B: Individual View 

May be a more viable option for those 
uncomfortable with the upload process 

Also a straightforward method to edit individual 
records that were initially added to PPICS by 
using the upload spreadsheet option associated 
with Method A.  

This method contains a search option that allows 
grantees to search for an individual student 
using the Attendee ID. 

Application of validation parameters indicating if 
data is problematic in some way is immediate. 
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Method C: All-Attendees View 
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Method C: All-Attendees View 

Data entered via downloadable spreadsheet 

Data entered via Individual Attendee View 
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Method C: All-Attendees View 

 Many of the attributes associated with entering 
information individually apply to this method as well. 

 

 Might be more useful for users not comfortable with 
downloading and uploading the spreadsheet associated 
with Method A but would like the capacity to view 
multiple attendees at once. 

 

 This option may also be useful when users have only 
one type of data available (i.e., days attended, grade 
level band, etc.) and would like to enter those data for 
all regular attendees at once. 
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Deleting and Adding Regular  
Attendee Records 

To delete a particular record, simply select ‘Yes’ 
from the Is Deleted column and then either 
upload (if using the spreadsheet) or click ‘Save’ 
(on either the Individual or All-Attendee view). 

When a user chooses to delete a record, the 
record is permanently deleted. 

Deleting a record reduces the overall number of 
regular attendee records on the Regular 
Attendees page. 
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Adding and Deleting Regular  
Attendee Records 

 Because deleting a record decreases the overall number 
of regular attendee records, if the user deletes a record 
from the Regular Attendees page the number of regular 
attendees reported on the APR Attendance page must be 
revised. 

 

 The APR Attendance page and the Regular Attendees 
page must indicate the same number of regular 
attendees for the Regular Attendees page to check off as 
complete. If the two do not match, the user will receive 
an error message. 
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Adding and Deleting Regular  
Attendee Records 
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Adding and Deleting Regular  
Attendee Records 

If a user wants to add records to the 
Regular Attendees page… 
• First make sure the number of regular 

attendee records (Regular Attendees page) 
and the number of regular attendees 
(Attendance page) match; 

• Go to the Attendance page; 

• Increase the number of regular attendees. 

• The number of regular attendee records 
available will be increased accordingly. 
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Regular Attendees Data Entry: Using 
the Different Methods Together 

 It is important to note that any changes made in 
the system using Method B or Method C 
between downloading and uploading the 
spreadsheet will be overwritten when the 
spreadsheet is uploaded. 

 For this reason, it is strongly suggested that 
after downloading the spreadsheet grantees 
NOT make changes to their records using the 
online methods (Method B or Method C) until 
after uploading the sheet again. 
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Regular Attendees Page: Completion 

Once all data has been entered correctly and the 
number of regular attendees is the same on 
both the Attendance page and the Regular 
Attendees page, the Regular Attendees page will 
be complete: 
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The Regular Attendees Page: 
Reports and Data Access 

All individual student data can be accessed and 
downloaded (in entirety) from the Export data 
tab. These exports are in excel format with 
variable headings as they appear on-screen. 

 

This makes possible a far more robust kind of 
analysis than was possible with aggregated 
data. 

 

Reports under the “Reports” tab do draw on 
individual student data you provide. 
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APR: Partners 
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APR: Partners 
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APR: Partners 
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APR: Partners 
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What information needs to be provided 
for the APR module – Certification 
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APR Tips 

Only report on activities, entities, and 
participants that were associated with  
the reporting period. 

Only count staff that regularly staffed the 
center during the reporting period when 
completing the APR Staffing page. 
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APR Tips 

Ensure that the typical number of hours 
an activity was provided per week on the 
APR Activities page does not exceed the 
total number of hours per week the center 
was typically open. 

Read instructions carefully on how to 
report APR activities information. 
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APR Tips 

Do not be surprised if demographic-
related numbers (those less than five) 
change after you enter them on the  
APR Attendance page. 

Be sure to report the number of students 
you do not have characteristic data for 
when completing the APR Attendance 
page. 
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APR Tips 

Only report data for regular attendees 
when reporting grades, state assessment, 
and teacher survey data. 

Ensure that you report summer 
information consistently. 
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APR Tips 

Use APR Exception reports to check  
for missing data. 

In order to complete the APR process,  
you must certify your data by clicking  
on the checkbox appearing on the APR 
Main Page. 
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Checking and Using Your PPICS Data 

Remember: Accurate, Timely, 
Quality data will help not only 

your own program, but the 21st 
CCLC program as a whole. 

Remember: Accurate, Timely, 
Quality data will help not only 

your own program, but the 21st 
CCLC program as a whole. 
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Conclusion 

Or, if you have questions later… 

 E-mail: 21stcclc@contact.learningpt.org 

Toll-free phone: 866-356-2711  

Our goal is to respond to Help Desk requests 
within one or two business days. 

Questions? 


